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ACTORS WHO ARE EX-STENOGS 





A trio of artis 


, once stenographers themselves, tell us here what 


shorthand and business training has meant and still means to them 


By JUDITH DAVIDSON 


HEN most of us think of the men and 


women connected with the theatrical 
profession, we are more than likely to 
regard them as glamorous people living on a 
plane far-removed from the sphere inhabited 
by us less-gifted mortals. We're apt to think 
that they have always been a part of that 
glittering atmosphere, when, as a matter of 
fact they haven't! This I found out while go- 
ing through a file of biographies of persons 
connected with the stage, screen, and radio 
Much to my surprise, I learned that quite a 
few had at one time been well-acquainted 
with the workaday world of office routine 
had, actually, started out as stenographers 
From this file I learned that comedian 
Charlie Butterworth once was secretary to 
J. P. McAvoy, the writer; Kay Francis served 
in the same capacity for Mrs. Dwight Mor- 


! 


row, widow of the late ambassador to 
Mexico; Ricardo Cortez was for a long time 
secretary to actress Barbara LaMarr; and 
Samuel Hoffenstein, now famous as a writer 
»f light verse and of movie scenarios, used 
to take dictation from Broadway producer Al 
Woods 

From another source, I learned of three 
other radio and movie performers who started 
in the stenographic ranks, and I was able to 
interview them tor you. 


THE first is Ethel Merman, a young actress 
who has made her mark in the theatre and on 
the screen and radio. “I was probably the 
most stage-struck youngster in our neighbor- 
hood,” she told me, “but common sense told 
me that I might not make good on the stage 
and until I knew whether I would or not, I 
decided to become the best secretary that I 
could. You see I have found out that it doesn’t 
matter much in which field you work so long 
as you recognize that to be a success you've 
got to get in the habit of submitting to dis- 


( pline, oO! aking raers an lirectiion cneel 
fully and intelligently. And an of 
excellent proving ground.” 

Miss Mermar worked as a secretary to 
three years, while her evenings were spent 
seeking singing engagements, Some were for 
longer periods than others, but through it all 
she refused to give up her daytime job until 
she was convinced that she could make good 
on the screen, That time came when a talent 
scout heard her and offered her a long-term 
contract. Then and then only did she resig 
to devote all her time to acting 

And she finds she is not the only one in het 
new field who is familiar with pot hooks, type 
writer keys, and ledger paper. “So many of 


Hollywood's best writers, directors, and even 


actors,” she told me, “either served as stenog 
raphers or else had stenographic training f 
the professions they had in mind betore turt 
ing to the screen as a career, that it is almost 
like being part of a great big fraternity 

| 


tratermity 


the shorthan 


*© ALL around I hear recent high school and 
college graduates saying that the secretarial 





field is overcrow led,” she continued “Like 
every other held, there ts a big crowd among 
the beginners, but everybody has to start in 
the beginner's class. The idea is to get good 


enough to climb higher the first rung 


on the ladder of success. In my opinion big 
business today, more than ever, needs young 
men and women who are thoroughly trained 
in secretarial duties, because the work of the 
world seems to be going ahead so much faster 

“Secretarial work is really ideal for a young 
man or young woman who wants to get ahead 
in the business world, for the work is pleasant 
and continuous throughout the year, with no 
seasonal! layo 
the boss, the secretary really acts as his assis 


us 
+7 
‘A 


s. Coming in close contact with 


tant and has the opportunity to acquire the 














pe ree 








knowledge and experience that made him a 
first place. And this knowledge, 
coupled with native ability, often helps the 


success in the 


secretary to step into an executive post when 


an opening occurs. 


ry _ = ' . 
THESE would be unusual words of advice to 


be coming from movie star, except for the 


fact that Miss Merman is unusual to the ex- 


tent of being an actress who has sufficient 
common sense not to be dazzled by 


glamour of Hollywood. She still uses her 


the surface 


business training, too, in her private affairs, 
for she keeps a full set of books and detailed 
records of all her transactions. While I was 
+} 


interviewing het 1e tele- 


phone, and on her return she showed me sev- 


eral sheets covered with shorthand notes on 


she was called to 


the new lyrics to two songs that had just been 
dictated to her over the phone. When she was 
working out the details of her last 
contract with the producer, they found when 


he rang for his secretary to take down the 


movie 


, 


terms of the contract, that it was so lat 
had gone home. Not caring to wait until he 
could get a substitute, Miss Merman asked 
him to dictate it to her. She took it down 
perfectly, transcribed it accurately on the 


typewriter, and then signed her name with a 
flourish ! 


e she 


PHIL BAKER, whose comic antics on the 
screen and over the radio have delighted the 
nation for years, is a very serious and earnest 
young man when questioned about the place 
that shorthand has in his personal scheme of 
things. 

Says he, “I wanted to be an actor. The fam- 


When Ethel Mer- 
man gave up her 
secretarial job to 
go to Hollywood, 
she did not find 
herself the only ex- 
stenog on the lot. 
There are writers, 
directors, even 
actors enough to 
form a_ shorthand 
fraternity if they 
were organized! It 
gave her a sense of 
fellowship at the 
very start. She still 
finds use for her 
business training. 


ple in it, all the 


men and technicians 


THe 
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ily thought I'd do much 
better as a businessman, 
starting as somebody's 
stenographer. Well, the 
way things turned out 
we both won, for in be- 
coming somebody's | ste- 
nographer I was placed in 
the best possible position 
to realize my acting am- 
bitions 

“The man I went to work 
for was Carl Laemmle, 
Sr., then one of the fore- 
most figures in the film in- 
dustry. Into our office came 
such beloved screen per- 
sonalities as Mary Pick- 
ford, Wallace Reid, and 
Douglas Fairbanks, Sr. 
Naturally, as confiden- 
tial secretary to Mr 
Laemmle, he and I had 
many long talks about 
the industry and the peo- 


way trom directors, camera- 


and also the public 
ings. After a while I began to notice that 


and writers, to actors 
who receive their offer- 


more and more Mr. Laemmle would let me 
air my views and quite often he would accept 
my suggestions. It wasn’t long before I was 


writing scripts and that led to acting in front 


of the camera. 


*SIN the years that have passed since my 


own days as as 


ten 


' } ' | haw ] 
grapher, | have employed 


; 


many to help me and I have seen others in 
action. As an employer, I’ve found that my 
least about working ability, 


complaints are 


for careful interviewing usuall; 
bility for the job. How 


} 


son with the right a 


ever, there are 


don’t come to the 
and have nothing to th 
“For example, I'd say that lack of personal 
. i 


neatness is the 


how efficient a 


isnt neat about 


he’s done some 


Even if you never d 
just can't help thinking it. 


hirst 


+} 


1! 


y finds the per 


many unknown qualities that 


urface in this interview 


/ 


lo wi intrinsic ability 
} 


indictment No matter 


secretary apparently is, if he 


himself you're apt to think 


par 
/ 


t of his work slovenly 
» find that’s the case, you 


With all the ad- 


vertising, jokes, and publicity that personal 
tidiness has had, it’s still important enough 
to get first place on my list. 

“In second place come al! those small per- 
sonal idiosyncracies 


nerves. 


that get on the boss’s 


According to Snow White and the 


Seven Dwarfs it is all right to whistle while 
you work, but it is only all right if they do 
it, not you. Whistling, humming, even biting 
the lips abstractly while typing, or tapping 
the foot monotonously while taking dictation. 
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annoys many a business 

man. Usually he won’ 
mention it; he'll store up Lucile Manners is 
still treasuring the 


his annoyance until one > 
ten command- 


day it just gets too much 


en ap leggy ments” given her 
and he'll fly iT the nan by her shorthand 
dle at some triviality and teacher in business 
use that as an excuse to college and passes 
discharge such a secre- them on to us. She 
tary, who hadn't the keeps a copy in her 


desk to remind her 
that they apply 
equally in her pres- 
ent work. Short- 


faintest idea he was do- 


ing things that were an 
noying his boss. So, I’dad- 


It 


Vile S Pes ous Sat oe Ow hand still proves a 
routine to see if youve help to her, in 
acquired any working learning new scores 
habits that may jar on and in mastering 
those around you.” foreign languages. 


If you're wondering 
whether Phil Baker still 
uses his stenography, | 
can tell you that he does 
For in answer to my 
question he emptied his 
pockets of dozens of 





memos on which he had jotted down ideas tw say both are important in singing. I also 
that will be incorporated in future broad realized the value of routine Phe order and 
casts and in movie scripts that he writes discipline I developed in those days now keeps 
oO me methodical and punctual about my rehears 
PI . \ TIC soprano Lu - Manners. wh als. language lessons, vocal coaching, broad 
Ti; her ingot ? t , rk ‘ ‘ ‘ , 
carace awe singing eaIton ry Ww king a casts. interviews, al ] tie c intiess le aiis 
secretary to a lawyer, admits that the years  sp9+ must be fitted into a day. And I find my 
he cnent i ‘ hee -ontributed = of3.. : : - 
she spent in an fice contributed invaluable shorthand a great help in learning new musi 
equipment to her present career : Ea 


” ‘ " 


‘In the legal office she recalled, “I learned 


cal scores and in mastering toreign languages 


For the girl who means her secretarial 


. all rane » hacia sieieats 
a very wholesome respect |! absolute accur- training to fit er for a position of respons 
nd ronahness in m vr] candileas : 
acy and t rougnness in my work Needle ibility, I can do no better than recommend 
that she study and apply these ‘ter mmand 
ments’ given me by my shorthand teacher in 
business college. I keep a py in my desk 
Like Irving for practically all of these s are appli 
Thalberg, Phil ible to me as a er as they w me a 
Baker began a \ ng woma yusiness ] hey are 
as secretary to 
~ . } le | 17 , 
the Sen ior l Keep ta y cal a ! we 2 One 1 
> ¢ mnt ad } t ‘ v1 
Laemmle, and 2. Dress simply and becomingly 
has since em- 3. Use cosmetics intelligently 
ployed many 4. Figure out your boss: learn to avoid 


the things that annoy him 

5. Learn to adapt yourself to situations 

6. Be courteous and dependable 

7. Don't air your moods, emotions, or per 
sonal business in the office. 

8. Don’t be an office hypocrite or gossip 

9. Don’t let your mind narrow down t 
pencil slimness, but instead develop hobbies, 
read good books, attend lectures, or go to 
school to improve your technique in your 
work and develop background 

10. Remember that you get out of your 
job only as much as you put into it; and that 
only intelligent effort merits rich rewards. 


stenographers 

himself.In 
his observa- 
frons we get 
the benefit of 
both view- 
points. He 
still finds daily 
use for the old 

pothooks. 


The opinions expressed by this trio of en- 
tertainers who are ex-stenographers is espe 
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cially interesting, to my way of thinking, 
because they speak from experience both as 
employee and employer. And where they em- 
phasize repeatedly the necessity of being well- 
groomed and understanding the people you 
come in contact with, from the boss to the 


HOW BRIDE-TO-BE 4 


Added Shorthand Skill to Her 
Many Other Accomplishments 


By EVA LARSON CONNELLY 


N one of the first days of 1938, a young 

woman called upon me to ask if it 

would be possible to learn shorthand in 
two months. She was very earnest about 
wanting to learn it, but said that she had only 
two months to give to the study. She had been 
told that it was impossible to learn enough to 
be of use in so short a time—yet she wanted 
to attempt it. 

Since she seemed to be very serious in her 
ambition, I replied if she would give it some 
hard study I felt sure that two months of 
work would repay her with a facility in the 
writing of shorthand that she would feel was 
well worth while. It was arranged that she 
come for her first instruction the very next 
day. This determined young woman was Miss 
Jane Dahlman, now the wife of Cabinet Mem- 
ber, Secretary of the Interior, the Honorable 


Harold L, Ickes. 


MISS DAHLMAN began, as we all do, with 
the well-known “kay, gay,” and she clung per- 
sistently to her study in spite of social dis- 
tractions and engagements. One of the fine 
character traits evidenced by my pupil was 
her promptness. If the clock showed a minute 
beyond the hour of our appointment, she 
always offered her apologies. This considera- 
tion for another’s time and convenience 
brought to my mind the old proverb, “Punctu- 
ality is the politeness of kings.” 

During January Miss Dahlman was tak- 
ing part in one of her favorite sports at a 
local club, squash; and when the tournament 
was lengthening beyond the expected time she 
was thoughtful enough to telephone me that 
she might be ten or fifteen minutes late. When 
a short out-of-town trip was necessary, she 
still managed to find time for study and asked 
for extra time in order to make up the time 
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office-boy, we quote them to you, for we feel 
that these suggestions are well worth while— 
whether you are stenography as a 
stepping-stone to success as an actor or an 
executive. In either case, 
to attain your ends. 


using 


they are important 






I mention these small incidents 


she had lost. 
to illustrate her 
in the pursuit of the 
acquire 


tenacity and 
skill she 


perseverance 
wanted to 


ON five days a week we had one-hour ses- 
sions together, and on Saturdays we spent 
about an hour and a half with the fascinating 
curves and circles over which she wanted con- 
trol. I was somewhat afraid that my pupil's 
style of longhand writing, which is a vertical 
printing, would be a little hindrance to her 
acquiring the graceful, flowing lines of Gregg 
shorthand; but her shorthand penmanship 
found the correct slant, and she wrote a very 
legible style and could always read back 
everything she had written. 


At one of our early meetings I told Miss 
Dahlman that if she could tell me just what 
she expected to make of her shorthand, I 
could give her what would be of most help 
in the short time we had for the study. She 
replied that she did not expect to write busi- 
ness letters or do regular office work, but was 
expecting to write the speeches of one certain 
person, with whose vocabulary and manner of 
expression she was very familiar. She added 
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that it was not necessary that she have high 
enough speed to take these speeches as they 
were delivered publicly, but that she wanted 


‘ 


as much fluency with the vocabulary as 


t 
t 
} 
i 


possible 

Note that Miss Dahlman was not interested 
in writing any material except the speeches 
»f this one person and that these were not to 
be written at the time of public delivery! It 
was not difficult to make the deduction that 
she expected to work in close association wit! 
their author—and my intuition told me that 
there was a romance somewhere in the back- 
ground ! 
MISS DAHLMAN’S proficiency increased 

; 


eady rate, and. when she had nearly 


at a st 
hnished the word-building principles of short- 


hand, she brought me mimeographed copies 
of speeches, which I dictated to her 

From remarks pertaining to the subject mat- 
ter she was writing, her admiration for the 
author and her interest in his work were 


very evident. The colorful polysyllables 
marched on, and Miss Dahlman’'s pen rarely 
faltered: “ an irresponsible and self-con- 
stituted corporate oligarchy, benevolent and 
paternalistic at its best, despotic and preda- 


[ suggested phrasing as she wrote and 


ielped her construct outlines for the more 


*? 
liffcult words: “altruistic fascist,” “Lillipu- 
tians and Gargantuans,” “agent provocateur,” 
moroni exhibitionism,” “political absolut- 


isms,” “racial discrimination and economic 
ercion 

As I dictated, I watched her notes and also 
wrote between the lines of the copy so that 


she could prac 


tice the material again from 
those forms 

The author’s never-failing supply of pic- 
turesque adjectives rarely caused the short 
ate; but occasion- 


hand entrepreneur to hesit 
ally she would interrupt the dictation to say, 
‘Is this written correctly? It is a frequent 
expression which I need to know how t 
write.” “. . . hypocritical mourners . mon- 
1 aristocrats corporate earls . . 
wealthy tycoons " At the end of each 
speech I found the signature, Harold L. Ickes 


IN six weeks Miss Dahlman had covered the 
seventy assignments of the Functional Manual, 
and we spent no more time on the textbook. 
The greater part of the last two weeks was 
devoted to intensive dictation, mostly on the 
speeches of which she brought copies. But she 
also wrote from dictation some Congressional 
Record excerpts at sixty words a minute and 
even more. Editorials from the daily papers 
on political questions also furnished some ma- 
terial, and some of these would arouse her to 


16! 


a defense of certain persons mentioned or to 
interjected comments on the subject. 


By the first of March, after forty-five hours 
of instruction and dictation, Miss Dahlman 
could occasionally reach a speed of eighty 
words a minute, but wrote with a very satis- 
factory accuracy at a slightly lower rate. This 
seemed to me to be a very commendable ac- 
complishment for two months, considering the 
type of material which she wrote; but I did 
not know at that time that it was the habit 
of this young lady to learn things weli and 
that she had been graduated from Smith Col- 


lege as an Honor Student 


THE first week in March Miss Dahiman left 
her home in Milwaukee. She wrote me from 
New York that she was leaving for Europe to 
spend a few weeks “before settling down.” 
Consequently, when the papers spread the 
headlines on May twenty-fourth of the quiet 
marriage in Dublin of my former pupil and 
the man whom I knew she idolized, they 
brought no surprise to me, and | was glad that 


they could be associated closely in work in 
which they share an interest 

Now, settled in their beautiful home at 
Headwaters Farm, Olney, Maryland, between 


the many social demands upon the time 
wife of a Cabinet Member, Mrs. Ickes is « 


tinuing her shorthand practice, which was 
somewhat neglected during the eventful day 
yf the wedding in Ireland, the short ney 
moon in Eur pe, af 1 the welcome by close 
friends when they returned to this country 
The young matrot “ » has bee the cents 

of attention in Washington society this fall 
does not wish to be idle. She thinks there is 
plenty to occupy the time of anyone who ts 
interested in all that is going on in the w d 
She will never be content with inactivity: 
and, as “an ar lent New Dealer” (to qu te 
her own words), she will be at the side of het 
energetic husband with understanding encour 


agement and help. She says, “In all honesty, 
I can lay no claim to fame as a writer 
shorthand. I have worked only a necessary 
minimum during these last months and will 
have to do a great deal more practicing i 
order to attain the speed I desire. The Secre 
tary is in the habit of bringing work home 
over the week-end; and I do look forward t 
the time when I can be of real assistance t 
my husband.” 


c 


>» CONCENTRATION, diligent application, 
forethought, and carefulness are some of the 
great essentials in office work. Don’t be satis 
fied with thinking you “fill the bill”; take your 
own measure and fit yourself into the task in 


hand.—F.E.K. 








- 


ee 





162 





Jubilee Jottings 


ACKIE and Kiki Gregg and the members 

of the GPCO New York Office staff came 

in for the final curtain on the Golden Ju 
bilee Banquet we described for you last 
month—and for this, the scene changed from 
Hotel Commodore to the Gregg offices at 
270 Madison Avenue. The following after- 
noon Mrs. Gregg and the children brought 
the cake over; a knife was borrowed from 
the restaurant next door (a paper cutter 
failed to serve on that big double-decker 
cake); and mint-sprigged lemonade appeared 
along with it. The gifts were brought out, 
and the album of Jubilee letters, and the 
“force” was called to an impromptu party 
Dr. McNamara and some of the out-of-town 
guests were there, too, to share in this “post- 
post-prandial” celebration. Need we say that 


+} 


the cake was completely demolished before the 


gathering broke up! 


Canada Celebrates, also, at 


C.G.A. Conference 
AN still the Jubilee continues! First, at 


the Westchester teachers’ meeting last 
spring; then at London in June and at the 
N.S.R.A, convention in Cleveland last August; 
followed by the New York Banquet in Oc- 
tober; and now at the New York Shorthand 
Reporters’ Association convention at Buffalo 
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NEWS in WORD 


last month and at the Canadian Gregg Cor 
ference at Montreal on November 12. More 
details of these last two meetings will | 
given later, but we must mention them here 
chronology up to date 


to keep the Jubilee 


Several hundred teachers from all over the 
Dominion were present at the Windsor Hotel 
in Montreal for this Ninth Canadian Confer 
ence, and they presented to Dr. Gregg 
through Mr. E. | Pace f the Halifax 
Academy, a very handsomely bound book of 
testimonials Mrs. Gregg received a beau 
tiful gift of flowers, and delighted the 


luncheon guests, many of whom were Frencl 
by acknowledging them in French instead o/ 
in English. 


News from Singapore 


wy i has just been received from 
Singapore of the success of two of the 
members of the Gregg Shorthand Writers 
Association of that city in the London Cham 
ber of Commerce Examination held last May 
Secretary E. Albuquerque qualified in short 
hand at 150 words a minute, and Mr. Teo Teck 
Heng passed the bookkeeping test and quali 
hed at 80 words a minute in shorthand. They 


‘ 
+} ' 


are earnest and ambitious over there 


Christmas Greetings 


F you don’t find just the card you want 

to carry your Christmas greetings to your 
friends, why not get out your trusty porta- 
bles and make your 
own? We receive peepee 
each year a num- 
ber of cleverly 
typed cards. This 
design, executed in 
red and black by 
one of Mr. Harold 
Crews’ students at 
Cuba High, Cuba, 
Illinois, was one of 
those in the mail 
received last sea- 
son. It is simple 
but very effective 
Almost possible to 
feel the fur on 
Santa’s costume, 
isn’t it? The en- 
tire sketch is done 
with the period, 
evidently with the 
“soft roller” on, 
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Dianpd PICTURE 


could be 


} 


will 


he 


shifted at 


ye interested in t 


so that the paper 
"arg riter artict il 
Typewriter artists will 
new book announced in this issue Or 
tal Typewriting, Dy UWeorge 
oresents border 


lesigns 
and simple units that can 
be put to practx al use in 
he iffice. 


; 


N.C.H.S. Typists 
Association 


A° ALN 
+ Mar 


this coming 


Mar n 9, 


1939, to be exact—the 
National Catholic High 
Sch ol 7 ypists Associa- 


will hold its annual 
A new plan of 
h 


] 
n tT scnoois 


tion 
mtests. 

classificati 
will 
ye put into effect, Sister 


entering the contests 


M. Lu 4, secretary oO 
the Associa writ 
1S ] ere ire now be 
two classes in both Nov- 
e and Amateur Divi- 
ns lass A, schools 
aving regularly enrolled 


from 1 to 3) pupils inclu 
Class B, schools having regularly 
Championship 
trophies will be awarded in both Classes A 
and B of the Novice and the Amateur 
sions; second- and third-place awards also. 
The tet individuals in each 


' "1 
ciasSsS Willi receive 


enrolled 31 or more students 


Divi- 


ighest ranking 
ril hy 


m awards. This doubles 





the number of awards offered, and should 
bring ut kore contestants this spring! 
Schools should obtain membership and appli- 
cation | ks not later than February, 1939 


and literature. 


Telegram-Heading Contests 


HE article about Christmas greeting 
telegrams that starts off the shorthand 
section of this issue may prove suggestive to 
any of our readers who are competing in the 
contests instituted to provide designs for 
World’s Fair souvenir telegram blanks. To 


encourage youthful artists and stimulate in- 
terest in 


the World's Fairs that are to be 
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held in 1939 at New York and San Francisco, 
Western Union is offering $350 in cash prizes 


the two 
open to 
; 


suitable for 
Both c 


for headings 
blanks. 


souvenir 
any art 


mtests are 


student or amateur artist, and no entry fees 
are require Entry blanks, detailing the 
( test ile ire available i y r egraph 
ince \ | I ave just the 





Wadleigh High (New York City) in last year’s O.G.A. Contest 
captured the “Seven Hundred Club” Banner shown here. Who 
is going to win the first “Ten Hundred Club” Banner? 


fF the 


et busy? 


You 
Don't 
have the field 


novelty of appeal to carry prize 
typewriter artists, Ww 
let your brothers i the brush 


entirely to themselves! 


Camera Clubs Invited 





] ig tie iteu ( nine ial, 
1] ‘fT 
an aiiie i I gta 
. , "1 
phy These lectures will be accompanied | 


jemonstrations of lighting, with slides. Ofh 
cers and faculty advisers of high school Cam 
era Clubs should communicat 
stitute promptly regarding 
dates and hours of the meetings. 
is the latest subject to be added to the 
curriculum, and is already proving a popular 
course. This invitation will be welcomed by 
our camera hobbyists in and around New York 


e with Pace In 
arrangements tor 
Photography 
Pace 





* reper 
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THE LEARNER 





READING BETWEEN THE LINES 


Applying this long familiar habit to shorthand makes many a 
legible shorthand outline possible with but a few strokes expressed 


By JOHN ROBERT GREGG . K 


™ INCE the beginning written communi 


ation, people have been “reading between 


peo] 

the lines” to dis é is they often can 
from a speaker's tor r expression, how much 
more is meant than the words themselves con- 
vey. You have bee ised to leaving words to 
be “understood,” from the time when, as a tiny 
toddler, vou demanded, “Tandy !"—meaning “I 
want that (or some) candy’’—to the day when 


“Take a lette: leaves 1 loubt of the “you” 
(understood) tha the subject of that im 
perative verb 

You find thing new, therefore, in taking 
advantag« hi ume idea in reading some 
thing between the lines in shorthan iat 1s 


readily there ity 


IN the early | ns we shortened our out 
lit by using single stroke to 


ines msiderably iw a g 


1t the mple prefixes, joining the 


represen 
stroke directly to the rest of the word, with 
the missing strol understood.” En, im, and 


um become simply the n stroke unless they 


ome before a vowel " m un, and cog 
become simply t strok f they do not 
ome before a vowel or an? 

Now, under what sometimes called the 
tr-principk ve leave three letters (t-r-and 
l to be ( ve the lines, indi 
ating ‘ lisjoining the simple 
prefix a é f the outline: 

” ’ ™m — 


— 
” 
. 
. 

— 


9 — vene oo 

Che wel after ¢r is so slightly sounded 
hat it is not needed for you to recognize the 
word You supply t automat ally. as in 
maker or forma Were we to be governed 
strictly by the way we hear it pronounced, the 
form for the w l entral t nstance 
might have to be entrel.” “centri.” “centrol.” 


rr “centrul.” 

We can safely save that extra stroke in the 
lisjoined prefixes, for you know what vowel 
| ithout its being 


; 


to read be weel tine lines WW 


1 
snown 
< 
~" dg 


Pa > . ) ' 
/ 
- 

nvey, < n se nity ‘ ; 
counterbalance, counter! 
tion; construction, misconstructior 


SEE for yourself how accurately you al 
read the following illustrations—how easy it 
is to indicate a “tr” that we 


express 


,) 
—_ 
) / 
f , 
o 4 
) om 
/ ? 4 , 
y Y 4 . g © Z 
f 
: , . oa 
wy ‘ ‘ 
> 
¥ 
, 
— 4 r 7 
\ 
c A 
envy, encourage, entere niertair nterprise; imvest 
invaluable intruder sterstate, interest:* entering 
centering ; entered, centered; enters enters: entrance 
entralize nepect ; ratior instrument nin 
tructed 


vad 


A 
s 
4 A o > 
‘ ( ‘ / 
7 a 


LC = 
iebate icliberate detrimet éroit leter ' 


discharge, discolor; destroyed, distributors 


X y ~~ » 
5 
) 
’ : reject retr retreat retrievable 
"CS se, rest , , tricted 
’ trective 


*Note that es disjoined above re esents n 
only erxtr- and exter but also exci-, and that 
" disjoined above represents infgi- as well as 
intr- and inter Also that a disioined el is use 


tor ¢iectr- 





9 


9) —_ — 

9 9 3 ) / 

4 ( 
~~ / 
‘ — 
g 
f 4 
oy . 
_ = 
. = ad > Qe. _ > oe) 
. Qa. 

. air expect eatremist éater externally 
exclamatory excilusiotr excluded exclusive intell 
gence, unintelligent intellect nteilectual) intel 
ligible, intelligently elect eliminate electrode 
electrocute, electri 
IN the rms “elect” and ntellect.” you 

te nt the . S @ nm thangh ] 
notice, we omi e final f, eve ugh we do 
lefinitely include it in pronouncing the words 
Words ending in ct can be read without any 
difficulty wit! ynly the ne stroke expressed 
Thus we not only save a stroke, but can form 
many facile derivatives by joining simple end 
ings to the & 
a 9 

’ < t 
— 


Thoug 
lect, res 
ened sor 
grouping 


the ct ir 


~ 


9 


nira Yr, extracted, restrictive é t 
retracted protection proyects resection 
effective action re nstruction uncon 


h the Brief Forms for perfect, col 
pect, mspect, and expect are short- 
nuch that they do not come under this 
, there are a number that abbreviate 
7. 1 
me isual Wa 
a) g ( ) < ) 
? -ny 4 A 
) ) } - e 


— 
*~ey - 2 A ) or'=w ae ae 
A > ~W . 
) . 
2 
s 
5 A Y~—- 
_— 
- ¥ a ) A. ~ . 
— . , » 
X 
r 
J ( 
— ‘> > N > 
a: _ . 
affect affects iff e affectior affectionate aflec 
ionately: effect, effects, effective, effected, effecting 


effectua ineffectua 


directed, directior rectors, Boa 


rectorate, directory 


*Note that a « nly used 


does not have to 


mm 
be written in 


perfectly legible outline 


PRACTICE on the following 


you distinguish between the d 

for snmcil- and mir-; over and 

circu(m) and super or supr-; 7 
letr- and deci-; para and post 

also serves for Mc or Mac iv 

/ Z ; . 
and muiit mitté a 1g? I 
oO , o - 


, : i ect Rg 
ff Dire s.*° d 
bus ness tern 
full t make a 
, , 
list will he Pp 
ined efixes 
unaer seif ofr 
elr al l réeci 


magn 


/ f 
. 
. & 
> ) 
" r 
\ a }? ; 
> > 
(476 
4 > 
. le ntrude , g 
] " ve ike it tak v 
noerwrite v ne s [ 
pressior suy « 
stition: retrenc! ' re . ‘ 
tion, declaration etriment r m; f 
parallel, postpaid; magnify nagnif 
multitude ger atior ante ¢ 
pated, ag 
The bri f 10? ma 
gain speed i writing many 
and may be used to represent 1 
. “hae ot 
culture in several phrases it 
common in current reading matt 
. 
Z r l n oS "tm 
<4 ( ‘ 
d 
Pa - 
cs7) 2 
r 
we 7 | gree “ agre “ 
hey do not agre r agree 
Secretary of Agr lrure, Department 


an : - ' 
lO the phrases illustrating t 


prenx I! 


under 


’ pel 
“a 
Yo 
d 
> 
‘ a 
( 
{ 
mom 
aragray 
r xi? 
™ 
etul | 
c wor 
ire ex 
er 
, 

f Ag 
c ust 
Yr, xiv 
en ’ 


(whi h 


imes/? 











Oe 


lot 


on page 167, you might add the following to 
accustom yourselves to the way these short 
forms are used: 


? 9 
> vad 
4 X x f Ss — 
? < } 2 2 
J {f io) A... c 
2 ) 
> ) ed Q f 
P 
= Q@ 
XQ J 
2 _3 a 
& ) 
2M. > 
ly 
fe) 
(enter) enter schoc enter classes; (estra) extra 
word, extra letter, extra sentence, extra cup; (center) 
center of our, center of it, center of the, Senator 
Wagner, Senator fron Illinois; (deter) deter us, 
deter them, deter our; (electric) electric fan, electric 
current, electric iron, electric drill, electric washer 


OTHER disjoined prefixes that add greatly 


to speed in writing by leaving us to read sev- 


eral letters between the lines are g(rand), 


sh(ort), sh(ip), and t(rans), which we shorten 
to the first letter; and sus(p), sus(cep), tor 
which we use just the ses-blend 

f j 


grandson, shortstop, shipyards, transpire, suspect, 
susceptible 


PHRASES based on our ability to “read be- 
tween the lines” are common. You already are 
familiar with some of these, one of them, etc. 
This group will add to your vocabulary some 
phrases especially valuable to those of you 
who are practicing for our 120- and 140- word 
Transcription Test: 


( é 
> So’ 9 
) oe i < 
“ 
: > ’ , —_ 
*) 


? 3 a ¥ % _ . 2 a ‘ 


é 


Cy oe * Fs 67 


4 
Mr, President, Ladies and Gentlemen, men and 
women, Mr. Speaker, Mr. Chairman. people of the 
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United States, President of the United States, Treas 
ury of the United States, Government of the United 
States, Congress of the United States, Supreme 
Court of the United States, House of Representa 
tives, parcel post, member of Congress, members of 
the House, Muscles Shoals, Department of Com 
merce, Department of Labor, TVA (Tennessee Val 
ley Authority), Secretary of the Treasury, Secretary 
ot State secretary t Commerce, Secretary ot 
War, Secretary of the Interior, Secretary of Labor, 
Secretary f Navy, Postmaster General, Attorney 


: , 
Cenera 


A DRILL ON FREQUENT PHRASES 
(See opposite page.) 
CHapter TEN 


I understand, we understand, he understands, did not 
understand, | do not understand, you must under- 
stand, he could not understand, I cannot understand, 
you should understand, our understanding, my under 
standing, definite understanding, I understood, we un- 
derstood, it was understood, it is understood, thor 
oughly understood, enter the, enter into, extra dis 
count, over the, under any, under consideration, extra 
fare, short time, center line, agree with you, have 
done, we have done, I have done, has done, has been 
done, will be done, would be done, should be done, 
could be done, may be done, can be done, what has 
been done, must be done, quicker than, sooner than, 
nearer than, worse than, better than, rather than, 
higher than, greater than, further than, larger than, 
faster than, longer than ive us, gave us, allow us, 
write us, wire us, let us, regard us, tell us, to us, 
told us, favor us, credit us, shipping department, pur 
chasing department, accounting department, banking 
department, furniture department, repair department, 
shoe department, post office department, grocery depart- 
ment, credit department, of course, of course it was, of 
course it will be, of course they will, of course they 
have, of course it is, as a matter of course, as a matter 
f fact, on account of the fact, | am aware of the fact, 
at once, at any rate, do you know, |] always, he 
always, you always, we always, on hand, as follows, 
your immediate attention, whether or not, do you know 
whether or not, whole lot, one another, ten days’ 
sight, great deal, great pleasure, take pleasure, your 
order, we have your order, thank you for your order, 
first-class, first-class mail, first-class condition, first- 
class manner, once in a while, in the first place, in 
the second place, in the next place, so far as I know, 
Jong past due, to such an extent, to some extent, to 
@ great extent, to a large extent, at all events, over 
and over again, in my opinion, in my judgment, at 
the same time, in other words, sometime or other, as 
quickly as possible. 


Cuaprer Eteven 


A.D., a.m., o.m., c.0.4., price list, list price, list prices, 
selling price, market price, bank draft, commercial 
draft, order blank, application Wank, enclosed biank, 
Associated Press, Democratic party, Republican party, 
political party, New York Central, Michigan Central, 
liinois Central, Union Pacific, Northern Pacific, 
Southern Pacific, Canadian Pacific, Baltimore & Ohio, 
Grand Trunk, Great Britain, Grand Jury, school 
board, school board committee, Federal Reserve Board, 
chairman of the board, Board of Education, Board of 
Directors, Board of Management, Board of Health, 
Board of Managers, Board of Commissioners, General 
Manager, Assistant General Manager, vice versa, 
Board of Trade, profit and loss, bills payable, bills 
recewable, endowment policy, Postmaster General, 
stock market, curb market, indemnity policy, member 
banks, commercial paper, bond and mortgage, account 
current, chattel mortgage, certificate of deposit, par 
value, Chamber of Commerce, chambers of commerce 
County Council, parcel post 
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Drill on Frequent Phrases 


For practice during study and review of 
Chapters Ten and Eleven of the Manual 


ne T eY 
, 
} 
( > > , ) 
y } , > - 
, | 
; 
7 ; ) 
4 | 
? los 
} 1, ? 4 
} 
, 
} 
) ¢ 
) ‘ ‘ 
; 
) , 
| 
) 
5 ‘ J <4 
> }, r 
gq 
) > 
~ < 7 
) 5 ‘ a 
P 7 
4 » 4 +, ov? @2 
} 
( 
t even 
4 
y 5 y " 
k 4 ” ¥ 
‘ " ” ‘ é 
C ; t . rt x t 
“a » 
g g f 
= - t J — 
| 
”* 
ra \ ~ ““ A 
{ 4 
- ) _ , , . > sir A 
’ ( i 
/ A 
/ r 
¢ ‘ f ‘| x A - , 
( ( 
) 
5 > 
5 4 \ - \ / - 
/ “ 
\ \ y 
- Q f A 
/ 7 
( ( i, 
) 
C / ) 
- 4 7 
\ ) 
« r 
y ‘4 \ 
¥ 7 
—_ ¢ 
A 
( 
4 ) - ’ r , , j 
» 7 
{ é x 
< 4 L+ ( 
( 
‘ ) / 
) 7 | QO» 
- ' 
, ey 7 
¢ t 7 ¥ x 
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The Art of Condensation 


A Disciple of Conciseness Dictates a Business Letter 


168 

66 ISS Jones, please take a letter To 
Peters & Pincus, Inc. Hmmmm 

‘Gentlemen. Hmmmm. ‘In response to your 


letter of inquiry of the date of February 
23, would say that the present price ot 
widgets which we are quoting is $5.95 per 
thousand, F. O. B. New York, less 2 per 
cent for cash.’ 

“Now let’s see. | think you can strike out 
‘of inquiry,’ and just make it ‘your letter.’ 
Of course it was a letter of inquiry.” 

“Yes, sit 

“And you might also strike out ‘of the 
date,’ and just make it ‘of February 23.’ How 
will that read, now?’ 

“In response to your letter of February 
23, would say that’ ae 

‘I think that’s better, don’t you? No use 
wasting their time with a lot of extra words 
And you might strike out ‘would say that,’ 
too. Instead of ‘would say that the present 
price’ and all that, just ‘the present price.’ 
Makes it a little stronger, I think.” 

“Yes, sir Then it will be, ‘the present 
price of widgets which we are quoting 1s 


rT 
$5.95,’ and so on.” 


**NO. by gosh, Miss Jones. We can make 


that much better Cut out a lot of stuff 
and leave only ‘would say that.’ Cut out ‘the 
present price,” too. Just start from ‘we are 


quoting.” How will that read 

“In response to your letter of February 
23, we are quoting is $5.95 per thousand’...” 

“Cut out the ‘is.’ of course.” 

“You've cut out ‘widgets,’ too, Mr. Slo- 
um.” 

“Yes, so I did. But I really think that’s 
all right, Miss Jones. We don’t make any- 
thing but widgets. When Peters & Pincus 
get a letter from us, they won't think we're 
giving prices on locomotives. They'll know 
it’s widgets. Yes, we can leave the widgets 
out.” 

“Yes, Mr. Slocum. Shall I type this now?” 

“No, wait a moment, Miss Jones. I told 
‘em 2 per cent off for cash and F. O. B 
New York, didn’t I?” 

To 


$6 YOU can cut all that out, too. Those are 
our regular terms, and they know it. 
They've been dealing with us for years 
They're about our best customers. That's 
why it’s worth while taking a little trouble 
in writing a letter to them. So cut that out.” 


“— 


“And really we don’t need any of that 
about ‘In response to your letter They 
know that this is in response to their letter 
It's almost an insult to their intelligence to 
tell them so. Shouldn't be surprised if old 
man Pincus might get offended if the letter 


came to him, a response perfectly obvious, 
and saying it was a response. He's touchy 
And you might as well start a letter saying 

his is a letter to you.’ Primer stuff 
‘See the cat.’ Yes, it that out, Miss Jones 


“Yes, sir.’ 


**YOU might as well take out ‘per thou 
sand,’ too, It’s superfluous. Widgets are 
never sold any other way Don't have to tell 
old man Pincus that widgets come in thou 
sand lots. Mighty touchy old chap. Why 
perhaps he'd write back and say that we wert 
as much as implying that he was getting for 
getful, having to be reminded that widgets 
are sold by the thousand About our best 
customer. Wouldn't do to offend him. So 
you can strike that out.” 

“Yes, or.” 

“And somewhere in there I had, ‘we are 
quoting.” No use leaving that in They 
asked us to quote, so of course we're quoting 
Just strike out ‘we are quoting,’ Miss Jones.’ 

“Yes, sir.’ 

“Now we've got it about right. To Peters 
& Pincus, Inc. ‘Gentlemen.’ Now please 
read me back the body of the letter. as we've 
revised it.” 


“$5 95 es New York § in 


What Were Your Answers? 


; 


ERE are Miss Sawyer’s answers to the 

Ten Practical Problems presented in the 
October “Filing Corner.” She will explai: 
next month why these names are to be so filed 

Ten Practicat Prostems in Fitine 


Would you file 
Arthur L. Haase before or after Earl Haas? 
Nash & Co. before or after Coleman R. Nash? 
St. Mary’s Hospital before or after Mary C. 
Sheehan ? 
4. James Macauley before or after MacAulay & 
Jameson? 
5 SET Valve Ce. before or after 8 & F Dress 
Ce.? 
6. Caine-Weiner, Inc. before or after Wilbur ( 
Caine? 
7. 200 Main St. Bidg. before or after Marian 
Twohey 7 
8. Albert Smith-Brown before or after Beulah 
Smith? 
9. Kruger’s Shop before or after Susan Kruger? 
10. Delrayco Products Co. before or after Bernard 
Cc. Del Rey? 
1. After 2. After &. Before 4. After 5. Before 
6. Before 7. After &. After + Refore 10. Before 


l. 
2 
3 
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“John R. Gregg, the Man” 


The tribute paid at the Golden Jubilee Dinner at New York City, October 8 


By HARRY COLLINS SPILLMAN 


S has been said once 


before (twenty 
hve years ago t 
be exact), it was my 


privilege and my high 
honor to respond to the 
topic, “John R. Gregg, 
the Man.” The 
} } 


vas shifted from 


scene 
Chi- 
York. 


transmuted 


ago to New 


Time has 





no student of contribu- 


tion, will deny 


that, 
whether justihed or not, 
those lines from An- 
tony to Brutus consti 
tute the perfect tribute 


a gentleman 
lent. but to di 


real achieve 


So. tonight I am 


the color scheme from happy that it again be- 
silver into gold. But comes my duty, my op 
over this man, and over portunity my igh 
his loyalties, and over privilege, to interpret to 
his enthusiasm, the you not the great 
years have had no author, not the great i 
power Then, as now ventor mot the great 
my duty, my apprecia- business man, but to in 
tion, my admiration— terpret to you some 
these were the qualifi- Harry Collins Spill h k ng vastly more than 
‘ Ss Spuiman, who spoke on . 

ations lor my assign- the same topic also at the Silver Jubilee any of these and vastly 
ment. And if obligation, more than all them 
if appreciation, if admiration—if all these are to interpret t you the man, wit it whom 
the preparation for speech—then I stand be there could have been nothing great under his 
fore you tonight superbiy equipped. For othe: sun 

men may have ridden Gregg Shorthand and If I seem t ght t se the p 1 I 
its author farther than I did, but none wit! wer much, will you please regard it as the 
more speed and iry. For twenty-five vears editorial “we” and not the egotistical “I,” for 


that 
1 Imprint ot my 


every coattail 


tl personality 


was 
I came eventually i 
him. As the 


I noticed I was growir 


so much his shadow that 


some measure to resemble years 


ran along, g a little deaf, 
; 


and my friends noticed I was growing a little 


Scotch. When finally he got married in Octo- 
ber, I got married in December; and I did my 
darndest to marry a girl as young and beauti- 
ful as his wife. However, the race ended at 


the altar, and I am now hopelessly in arrears 


(Laughter and applause 


IN the Forum in 


until recently all that was left of the temple 


Rome one might have seen 


of Julius Caesar, and thereabouts the environ- 


ment to those imperishable lines wherewithal 


Mark Antony glorified Brutus: “His life was 
gentle,” he said, “and the elements so mixed 


‘ 


in him that nature might stand up and say to 


all the world, this was a man.” 
Many students of history may challenge the 
relation to Brutus, 


udent of 


justice of that tribute in 


but no student of life, no st character 


ht, Dr. Gregg, not a man, | am 


really a multitude. Tonight I speak for the 
Grand Army of the Republi f Grege SLort 
hand. Just for t ght 1 am become the voice 
»f those inarticulate thousands w'w rcspect 
you as a Doct who admire y is an author, 
and who envy y as a publisher, but whe 
love you because you are J hn R (regg, the 
Man. (Applause In knowing, the what this 
man as t mk you be tte interpret 
him in tern Ant s tribute my case 


stand out certa dates 1 ) 1 reli imong 
these may be the date of his birth, the date of 
his marriage; mayhap the day that he donned 


long trousers and took his first buggy ride 
Among the unforgettable dates of my life is 
the day that I enrolled in the Business Uni 
versity in Bowling Green. It was i most 
important day for that important s l, for 


it was upon that day that that institution 1n- 
| « 


augurate s beginning class in G 
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hand. There were nearly a hundred students 
enrolled in that College that day, but only 
twelve of them were selected for what was 
then and there regarded as a hazardous adven- 
ture into Gregg shorthand. Thus it was by no 
wisdom of my own, but the fiat of fate, that 
I became one of the original twelve apostles 
»f Gregg shorthand in Kentucky. Four years 
were to pass before I should know how ex 
ceedingly fortunate I had been to be numbered 
amongst that original company of twelve. For 
it was four years later that I first met the 
author of Gregg shorthand and boarded his 
coattails. When I met Mr. Gregg I was a 
school teacher. Of course, that was long before 
the days of the “IQ” and the “PQ” in edu- 
cation. Indeed, the only “Q” I knew as a school 
teacher was the “PDQ,” and I had that de- 
gree conferred upon me several times. I was 
what is sometimes referred to as a supply 
teacher. | supplied seven years in six different 
cities and all these moves were not made out 


»f respect to my love of travel, some of them 


were made because of the efficiency of my 
supervision. ( Laughter.) 


SO, it transpired that I entered the classroom 


ym the Atlantic seaboard, transferred to the 
Pacific Coast, and checked out ab the Great 
Lakes (laughter), and during the intervening 
summers I went Gregging, and I Gregged 
nearly every school and college in nearly every 


state and province in North America. When 
I was not teaching, I was selling Gregg short 
hand, and when | was teaching, I seemed to 
be selling Gregg hand anyway. I came t 
. os a 


be regarded in some communities as the “hero 


glyphic itch,” and I established a reputation 


»f being so incorrigibly and irrevocably Gregg 
that I was black-listed by all the other pub 
lishers and by several Boards of Education. 


It was about this time that I returned to 
the City of New York, as many of you will 
remember, as Educational Director of the 
Remington Typewriter Company—just about 
the time when Gregg shorthand was as pop- 
ular in New York as I had been in Milwaukee. 
Mr. Gregg and | were associated in the great 
City of New York, and we have traveled a 
long and a winding and a happy trail 
We have sat side by side upon many delightful 


together 


occasions, As I essayed the path called success, 
I found Dr. Gregg standing at every fork of 
the road. When I was discouraged, he in- 
spired me; when I was ignorant, he taught me; 
when I was idle, he employed me; and when 
I was attacked, he defended me. When I made 
a speech, he applauded it (laughter); and 
when I wrote a book, thank God, he published 
it! (Laughter and applause.) And all of these 
ministries were flecked and cemented with a 
rare tolerance and understanding. I say to you 
tonight that what this man has been to me, he 
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has been to thousands of others. That is why 
in relating my own experience I feel I have 
but spoken for that unnumbered host of every 
tongue and every clime who have come to 
know you, Dr. Gregg, as John R. Gregg, the 
Man. 


WE are met tonight 
tury ot 


f your genius; we are met to celebrate 


elebrate half a cen 


half a century of your progress; and we are 
met to celebrate what to many of us has been 
more than a quarter of a century of your 
friendship and your fellowship. Half a century 
is a long time, fifty years are many years, 
each one of them studded with a jewel of 
loving service. Surely yours has been a long 
and a winding and a never-ending trail. In- 
deed, no path I ever crossed seemed so surely 
to have run from the land of no beginning to 
the land of no surcease. You demanded of 
life all that life had to offer, and you paid 
the price. Your youth was whetted against an 
honorable poverty and affliction, and when the 
sun was but a | 
fled the limitations of an old world to match 


your youth and your genius against the prom- 


+? 


ittle way over your path, you 


ises of the new. Here you have scaled the 
heights; your stepping-stones were want and 
ridicule, sacrifice and sorrow, and you made 
all these the firm foundation of a rich achieve- 


nt. And now as the sun was westering, the 

ds served you with a renaissance of love 
and crowned your career with new life, the 
ives of those who in their turn will follow 


Against the scythe of Time you have built 
defense 
In your breed to brave Him when He takes 
thee hence.” 
Thus this Golden Jubilee tonight is no omen 
»f the end, oh, no; it is just an earnest of a 
fresh beginning, and these new-found loves oi 
your heart and home share with you tonight 
in the glories and honors of this feast. To 
them will be transmitted a heritage rich in 
honor, rich in reward, rich in character, And 
for them, and for you, sir, may no book that 
1 have ever written, and may no system 
evised, match the memory 
this Golden Night, this night when we have 


said: “and the elements are so mixed in him, 
that nature might stand up and say to all the 


world, ‘This is a man!’ 


>» DON’T be afraid to knock any real evil for 
fear of being called a knocker. Nothing bores 
us more than the caviling critic who knocks 
without judgment, and his fellow, Mr. Would 
B. Agreeable, who never knocks, never has an 
opinion of his own, and is, beyond argument, 
convinced that “whatever is, is right.” Of 
the two evils, we think the latter is the 
worse.—M. L 
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The trophies offered—Grand Prize cup (center), the Individuals trophy (next left), 
and the three School Division cups 


Grand Opening of the O. G. A. Contest 


By FLORENCE ELAINE ULRICH 


E were invited t a dinner given by THAT v ra l ir lin 
tine » p > Ass | te expe! ’ Ww 
New y rn i ‘ Spt ike 5 ¢ ft \ c 
re T é c “A emp ym S i t 
ests I grapners ] Ss 2 p consist va ably i c i i 
ma \ < Te t ste! tine é ’ ’ nunca ? 
pervisors. Ma ese €) ( ame uj g re 
tnr re the inks ste gra] ihe p i i 
en s SS¢ vas e adequacy ests us . 
et i il icants st grapni ef! ence ! M re | i 
iency. This study, being made by business and the write: 
emp! ment managers, is based n the prac This lack vriting kill 1s genera . 
tical application of shorthand writing ability to the fac remain it 
s ] g f é e their skill 
M' CH was s ssed at we shall not de \ 4 : jua 
tail here, but of special interest to us was taking dictat at a fair speed, as 
this summary made by a transcription super when they should crystallize that skill w 
visor: “Of course,” she said, “we all know sufficient practice, they leave s 1 look { 
that the problem encountered most generally a job—and sometimes find one! But, if later 
by the applicants is inability to read due t on they have to seek another position, their 
faulty writing of notes. They haven't had shorthand and typewriting may prove inade 
enough practice in writing shorthand for one quate unless they have had sufficient practice 
thing and, secondly, they simply haven't in the interim to gain more skil 
os 


learned how to write well.” The development of a go writing style 
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from the beginning is the only firm founda- 
tion upon which to build satisfactory efh- 
ciency in stenography. If you can write only 
200 words of the language, but you write 
those two hundred words fluently, instantly, 
and swiftly you have accomplished some- 
thing! A certain young lady of our acquain- 
tance secured a position in an office not usual- 
ly employing beginners, because of the conh 
dence and ease with which she took the dic- 
tation and transcribed it. “There was some 
thing in the way this girl took a fountain 
pen from her bag and poised it ready for 
action while I was talking with her that 
prompted me to give her a test,” the manager 
told us. “I was curious to see what she 
could do. She did a more efficient piece of 
work, both in taking the dictation and tran 
scribing it, than any of the experienced appli- 
cants had done. So I took her on. She is 
bright and intelligent, and will go places in 
this organization.” 


THE tests that we provide for you in this 
department are frequently used by employ- 
ment managers as measurements of skill in 
stenography. And this is why The points 


stressed in practical stenography are 


1. Adequacy of shorthand writing skill, in 
legible notes and dictation speed. 

2. Attractive set-up of letter or dictated 
matter on the letterhead; with neat, 
even margins around the copy, rhythmic 
or even touch. 

3. Speed and efficiency in transcribing notes 

4. Speed in typing straight copy 

5 Accuracy, 


Compare these with the qualifications of 
the different test awards 

You beginners who are laying the ground 
work of stenography this semester and next 
must strive earnestly and consistently to im- 
prove your shorthand notes. You have the 
advantage over writers of more experience, 
because you can more quickly and expertly 
apply the impressions you receive. You have 
developed no bad habits (we hope) and can 
commence to build shorthand writing skill 
without first having to correct faulty habits 
A year or two passes quickly, and it will not 
be long before many of you will be faced 
with the situation of putting your shorthand 
and typing skill to the test on a job 
THE O. G. A. Contest, for which thousands 
of shorthand writers in every corner of the 
globe have been eagerly training, opens this 
month. This competition brings vitality and 
zest to your practice! You've something to 
work for—a beautiful array of prizes un- 
equalled in any other shorthand event, and 
the opportunity of distinguishing your work 
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in the home-town news. If you are wise, 
you will make the most of this opportunity 
There will be hundreds of thousands of stu 
dents graduated in stenography this year; it 
is safe to say that not more than 50,000 of 
those writers will have qualified for member- 
ship in the O. G. A. But that 50,000 will be 
the better-than-average shorthand writers! 

“Crystallized shorthand writing skill en 
ables a stenographer to sit down and take 
your dictation quietly, calmly, and smoothly 
without flutter or fuss. A stenographer that 
has that skill never loses it, whether he has 
held a job in the last five years or not. That's 
my observation,” one employment managet 
emphatically told us. Whether or not you 
are rated “efficient” frequently is determined 
merely by the kind of shorthand you have 
learned to write. 

The Contest Copy will be judged on these 
points of a practical stenographic style 


1. Fluency and smoothness with which the 
notes are written 

2. Proportion in relative lengths of strokes 
and sizes O! circies 

3. Formation of characters determined by 
basic strokes. (For instance, differen- 
tiation between curves and straight lines, 
accuracy in formation of k, g, p and b, 
which have the greater depth of curva- 
ture at the end, and r, /, f, and b, which 
have the greater depth at the beginning 
Whether the hump is preserved in writ 
ing reversed curves of unequalled length, 
such as gr and &i, et Pointers on style 
are given in the Facility Drills.) 

4. Skill in joining circles, writing diph- 
thongs and hooks 


5. Uniformity in slan 


DISSECT the Contest ( py now, and list 
under each of the above the outlines that you 
should give special attention in your prac- 
tice. Keep in mind that the first requisite 
of a satisfactory style is fluency of execution 
Do the ends of characters fade out, showing 
that you “slip off the end” as you finish writ 
ing them—the same as you do in longhand? 
Are you practicing the outlines that are hard- 
est to make satisfactorily? Assume a com- 
fortable upright position at your desk. Use 
good, free arm-movement, and write conf- 
dently—practice the copy over and over again 
until you are doing so 

Next month we are going to give you some 
specific pointers on this Contest Copy, but 
right now we are turning your attention to 
the glorious prizes that are waiting to be 
captured by you who learn to write satisfac- 
tory copies of the short test published on 
page 175. In recognizing better-than-average 
shorthand writing skill, we are codperating 
with the business executives who seek to in- 
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ANNUAL 0O.G.A. CONTEST PRIZES 


Contest Open Until March 15, 1939 


Ten entries or more are required to « 
f smaller classes are eligible for the many Individual Pri 


matiiule a achool lean Wembers 
7 
d 


GRAND SCHOOL TROPHY 


ONE HUNDRED DOLLARS in cash to the teacher or teachers of the team 
scoring highest of all three divisions, together with the MAGNIFICENT SILVER 
SCHOOL TROPHY, engraved with the name of the winning school and to be 


held by it for one year. 
retained by that school permanently. 


(Every team entered in the Contest will be pul in competition { 
The school winning il is automatically taken out of competition for 


Prize 


When this cup is won by any school three times, it will be 


w this Grand 


the First Prize Trophy in us respective division 


SCHOOL PRIZE AWARDS 


to the winners in the three school divisions 
the High School and College Division, the 
Private School Division, and the Parochial 
School Division. 


First Place. SILVER CUP engraved 
with the name of the school and to be 
held for one year, and TWENTY-FIVE 
DOLLARS in cash to the teacher or 
teachers of the team winning first place. 


Second Place. SECOND-PRIZE BAN- 
NER to the school and a de lure GREGG 
FOUNTAIN PEN to the teacher or 


teachers of team winning second place. 


Third Place. THIRD-PRIZE BAN- 
NER to the school and a de lure GREGG 
FOUNTAIN PEN to the teacher or 


teachers of the team winning third place. 


Next Five Places. PRIZE-SCHOOL 
BANNERS to the schools and an 
ESTERBROOK FOUNTAIN PEN 
DESK SET to the teacher or teachers 
of the winning teams. 


HONORABLE MENTION CERTIFICATES 


To each school submitting a club of O. G. A. 
tests that ranks as follows: 


(a) The Honorable Mention Certificate with 
GOLD SEAL will be awarded to each school 
team qualifying with a score of 55 or higher. 
(b) The Honorable Mention Certificate with 
RED SEAL will be awarded to each team 
qualifying with one or more students winning 
the Gold O. G. A. Pin and making a score of 
50 or more. (c) The Honorable Mention 
Certificate with BLUE SEAL will be awarded 


to teams scoring less than 50 but more than 40 
and having a pupil win the Gold O. G. A. Pin 
for Honorable Mention. 


SPECIAL BANNERS FOR LARGE 
SCHOOLS 


School leams of 300 or more students, making 
a score of 60 or better by reason of having 
qualified for Membership in the O. G. A., will 
receive, in addition to any other prize, the 
special “300 CLUB" O. G. A. BANNER 
This beautiful banner (size 2 x 3 feet) will re 
main the permanent possession of the school 
winning it. 


INDIVIDUAL PRIZE AWARDS 
First Place. SILVER TROPHY, suit- 
ably engraved, to be held permanently 
by the shorthand writer winning first 
place. 


Second Place. GOLD MEDAL (laval- 
liere or watch-charm style), bearing the 
O.G.A. insignia in enamel and gold. 


Third Place.ws STERLING SILVER 
O. G. A. MEDAL (lavalliere or charm). 


Fourth Place. De lure GREGG FOUN 
TAIN PEN, suitably boxed. 


Next Five Places.§ ESTERBROOK 
FOUNTAIN PEN DESK SETS. 


Nert Ten Places. GREGG SHORT- 
HAND REPORTING COURSE. auto- 


graphed by the author, Charles L. Swem. 


THE GOLD O. G. A. PIN will be awarded to 
each contestant whose notes show a high degree 
of executional skill. To win Honorable Men 
tion and the Gold Pin, a paper must be written 
fluently and reflect a professional writing st yle 
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crease your opportunities by pointing out & 
you in your training how and where you can 
improve your technical skill 

It is your contest. Make it the vehicle for 


putting your skill and efficiency before the 
community—for bringing your accomplis 

ments it from under the bushel; improve 
your shorthand sk riow much casier T 
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attainment will seem the job you have been 
wanting to apply for if your ability as a short- 
hand writer has been attested by a prize 


awarded by the celebrated committee of ex 


Important Details for O. G. A. Contestants 


EACHERS will please read carefully 


and ut ne the instructions that con- 

trol the submission of their club. Expe 

yus har f f tests depet upon strict 
adherence t ] ed instructions 


the Membership Exa Papers for 1 
( test e addressed to the 
O. G. A mmuttee 

2 The ( ntest closes Ma 15, 1939, and 
papers that ca is on or be e that date 
will be « Results w ea yunced 
in the lune GRI Wi TER N ep t tie 
Lontest (excep ma ng ce ite e] t 
n Memb ip Ce ite applications) ca 
be given, except as published in the June 
GREGG WRITER 

3 Only the « te Copy pul ed on page 
175 of this issue may be used tor Contest 
entry 

4. In the S 1 Contest, clubs 1 tet YT 


more papers will be considered, but only on 


c 
lub may be submitted by any one school 


} } % | } 
" +} . } et} { . -he the 
If more than one shorthand teacher in the 
school wishes to compete with his class or 


3 
tants may combine their 


work i ne < senting the entire 
school 

If a p “ iron iny scho 
comprises the work of more than one teacher, 
the teachers’ prize will be equally divided 
among the teachers whose combined work rep 
resents the school competing, 


(Where the whole school competes, papers should 
be grouped within the package under teachers’ names 
to facilitate masliing reports 


5. Each club of papers for the School Con- 
test must be accompanied by a Contest Blank 
or a statement showing the name of the teach- 
er, or teachers, if the prize is to be divided, 
the principal of the school, name and address 





| | | ‘ . } ] 
aminers, including Doctor Gregg himself! 
Rea about \ It res and my 
aboard r the adve c lt your stenograp 
areer ! 
, 
the school, number of pupils enrolled is 
+} rth ] ] | 
the shorthand class, I asses (and wi 
Junior or Senior), and the number of papers 





Ir t rate you y Ss necessary 
at € S| t r hk entrve are from 
unmtor fudents and wit ” er , and ais 
s whether t ju S W g Progress 
| 2) & \ M e ficate As r 
_ ents er s | . 
‘ ‘ firs : fs j gh s “ 
4 cer Ss hand ~ 
‘ fiv s kk n s 
es must ¢ 8s SS s, ess 
gth of e they 4 ee nt 
The Contest Comn e w ec Dr. Jol 


Robert Gregg, Mr. Hubert A. Hagar, Mr 
Charles Lee Swem, Mr. Guy S. Fry, and 
Miss Florence Elaine | 

Individual prizes will awarded on the 
merit of the individual specimen, regardless of 


whether it comes alone or in a school club 


How School Clubs Are Rated 


School ratings will be determined by ] 
Per igé I pape subn I I s t 
and students, based e number s t 
and students under instruction of the tea 
or teachers competing and eligible throug! 


aving completed at least eight chapters 


the Manual 


A hundred per cent ab is construed to mean the 
submissior ot a paper trom eact member of the 
s I y ne ea c 8 « ng the sub 
$s fa rf s ur 
“e t The 
work 5 gethe 
\ ers a se 
, s es 
5 s nat s s respect 
a “pick $ | yuld 
gular K Pp, or groups, of 
‘ 
. . y 7 ‘ 
2. Percentage of papers rated as reaching 
the O. G. A. Membership standard, based o1 


the number of students under instruction 
Juniors, and students who have completed only 
eight chapters of the Manual at the time of 
entering the Contest, will receive an extra 
half point of credit. 


3. Percentage of papers rated as meriting 
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QO. G. A. Contest Copy 


(See colame 2 for iastrectioes.) 
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the Gold O. G. A. Pin, based on the number 
of students eligible. 
4. A supplementary rating of one point for 


each winner of the Gold Pin. 


Rules Governing Preparation of Contest 
Papers 
yntest will be open to all 


The Individual C 


shorthand writers, except teachers and those 
who have won first place in a preceding 
O. G. A, Contest. 


1. Any good penmanship paper or notebook 
preferably ruled, may 

2. Pen preferably or pencil may be 

3. Write at the top of the paper your name, 


paper be used 


4 used 


personal address, name of school and teacher, 
if you are a student, and state whether or not 
A. Membership Certificate 
4. Not more paper can be consid 
ered from any one contestant. Practice the 
copy before submitting the entry representing 
your best work 
5. Contest specimens should be sent to the 


7 


you hold an O. G 


than one 


Grecc Writer, O. G. A. Department, 270 
Madison Avenue, New York, N. Y Tests 
may be mailed folded or flat. Do not roll 


Postage must be paid at the letter rate, wheth 
er the papers are sent sealed or unsealed 


1 ; ; , ; 
Please see i ere is sufficient postage or 


the package t msure lelivery 


Ship ahoy! And good voyaging! 


Instructions for Writing 
QO. G. A. Contest Copy 


All specimens written from this copy will be con- 
sidered in the Contest unless marked “For Member- 
ship Only If submitted for membership as well as 
Contest, mark the specimen “Membership Examiner.’ 
The copy can be written by anyone who has completed 
the Eighth Chapter of the Manual, making it available 
to theory students as well as members of advanced 
classes 

Practice this test diligently between now and the 
closing date of the Contest, March 15, to make sure 
that your paper will represent your very best etyle 
of writing Ask your teacher to criticize your sotes 
as you practice 


Junior O. G. A. Test 


While the Contest copy may be used also for Mem- 
bership Tests, applicants for the JUNIOR O.G.A 
AWARD, in preparing their specimens for submission 
should use the regular monthly test copy (See the 
December Junior Test which appears on page 
182 of this issue 

It is recommended that you apply for this eward as 
soon as you are able to make a good copy of this 
test, to determine whether or not your writing style is 
up to standard preparatory to practicing for the Con- 
test when you complete Chapter Eight. 

If you qualify for the Junior Award, it is evidence 
that you are started toward developing correct writing 
style. Should your first test fail, your notes will be 
returned with eriticieme thet will help you overcome 
your writing difficulties 

Junior membership is not « requirement for entry 
in the Annual Contest, but the practice for this pre- 
liminery award will be found ef great value te yeu 


plate 
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Some Facility Drills in 


66 WORK of art is said to be perfect in 
proportion as it does not remind the 
spectator of the process by which it 

was created.” There is a great deal of truth 

in that statement as applied to shorthand writ- 
ing, too. Notes that slip gracefully, easily, and 

skillfully from the pen are beautiful and a 

“work of art.” The difference between the 

art of shorthand and that of many other crea- 

tions is that it is practical and once mastered 
can be promptly put into execution for remu 
neration. There need be no sitting on the side- 
walk on old crates, shivering in a brisk breeze 


' 


in a thin top coat, while waiting for passersby 
to buy your canvasses at a pittance, as I have 
seen many Greenwi Village artists doing! 


1 


Not if you are an efficient shorthand writer 


THE VALUE OF THE O. G. A. Contest 
is to create that competitive spirit which 
makes you want to put in every spare mo- 
ment practicing for speed, accuracy, and skill 


in your shorthand! You cannot possibly meas 


ure the value of this practice while you are 

loing it, but mpare your work with the 

student who hasnt had the opportunity of 

the practice and see how much better you are 
, 


It isn’t a blind task, but improvement comes so 


gradually with practice that you may not see 


immediately just how good you are until you 
have tried matching your skill against those 
students who have not id your advantages. 


WE will make our practice interesting this 
month by picking out some words from the 


Contest Copy { you to work with while you 
ire laying the foundation of a good style. But 
rst let us practice the drills here 
Our first exercise is really a remedial drill 
to correct the faulty habit of retracing circles 


or starting them with stiff straight lines If 


you have mastered the technique of joining 
circles to strokes, go to the next drill. Of 
course, any repetition practice that you 
find here will be helpful in building speed 
with accuracy if you will write swiftly, with 


control—excellent practice, as a matter of fact. 


OBSERVE HOW GRACEFULLY AND 
FLUENTLY it, get, etc., are written. Check 
proportion in length of strokes, size of vowels, 
and formation of curves and circles in these 
outlines. While arm-movement is used almost 
exclusively on these outlines, you may be one 
of those who can make the swift upward 
strokes a bit better with a little finger-action 
Good. Keep your hand up, off your wrist, 
however. Glide smoothly and swiftly. Do not 


cramp the hand by gripping the pen too tightly 





By FLORENCE 
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Shorthand Penmanship 


ELAINE ULRICH 


in your nng | are 
not a all g ‘ ! 
- : 
weil 1! T } 
al » move : | ess 
af 
ike in act ’ n , 
' 
trol ’ < t i \ ete ‘ ‘ g 
shortha! stun ' K wv what | mea 


IN your pre ‘ . , 
in length, size, and at pick out , 
7? t he har acts the test | DY 
practi c l é " ’ ’ ttle earn 

nia is 
curve rit ‘ tt tech 
ue ic ries i 

REVERSE CURVES. Once again you may 
let the larger muscles in the arn me into pl 
in W ng the ersed « es equal lengt 
Note the sn heaut le y in ge 
m these ut t he P 
twice as ga , t } wre writ 
ten with a flatte irve n 
Swing off the er { these aracters. se 
ing the get-away burt bye are that ua 
not lift the end ’ {nese aracters ” 
ine f writ 

It may take a little more skill—and a litth 
hinger-actior tor sore y t th 
circle smoothly and dettly k of the 
rst curve, but it ina n r ( 
acters like these w te 
in dictation s be ‘ » little book 
lor Irequent extra pra mtil the habit of 
writing then mes t ly a part 
of you that i ake the <« nhinatior 
swiftly al l rrectly il will Alternate the 
large circle wit the s all e small ci cle 1s 
a mere turr f the pen, rememb« Observe the 
formation of the irves and see that they are 
curved! In your pre ’ entrate 
on the form you wou learn the knack of 
turning circles ? : Keey 
strokes and circles of proper and relative size 
and secure a good, swift, smooth style 

The curves of unequal lengt eserve the 
hump caused by joining und r or & and ! 


together. Note that & and g curve slightly 
from the be jot 
as they do when wri 








STUDY the larger forms and compare tre 
quently with your ow! es. Ther ( 
have gotten into the “swing” on the exercises 
here, do some precision practice n é j 

lines to be found in the Contest Copy: grou 
skill, great, work 











Tue Grece Warrer, December, 1938 


Transcription Speed Project 


(Report your record om this test to your teacher to be entered with the school report 
that is sent us once @ year.) 
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December Test Material 


[All clubs of test papers should be accompanied by a typewritten list of mames to expedite checking 


and insure accuracy in making out certificates. 


December copy is good as membership tests 


antil January 25, 1939) 


Junior O. A. T. Test 


Better Business World 
New York 
New York 
Gentlemen: 

In planning a space schedule for our cli- 
ent, the White Beach Hotel, just north of 
Miami, we have in mind a series of inser- 
tions in your city. 

If you contemplate a Florida vacation this 
winter—or if you have a staff contest which 
could be varied by a Florida trip award— 
you will find the White Beach Hotel a pre- 
ferred East Coast location for a stay. 

Close enough to enjoy Miami's excite 
ment, but 19 miles away when fishing or 
beach relaxation is desired, the White Beach 
Hotel offers surt bathing, boating, clock 
golf and door-step convenience in tennis and 
golf. 

Would you be interested in a commodious, 
ocean front suite at $200.00 a month? This 
is an ideal place to live every month in the 
year. Come down to this fine, modern, 
Florida hotel for a winter vacation. A 
reply will be appreciated, as we have but a 
limited number of suites at this price and 
are holding a $200.00 one pending word 
from you. 

Yours faithfully, 
(Supply name.) 
U:V Secretary 


Senior O. A. T. Test 
Part I 


FRIENDS: Those of you who may be in- 
terested in a visit to Florida during the 
coming holiday season, have no doubt heard 
enough about this beautiful resort State to 
make you want to see it. No mere words 
that we can add by way of description can 
do justice to the charm of this sunny land 
of tropical flowers, stately palms and sap- 
phire seas. You have to see it to believe 
that such a place really exists only 24 hours 
away from New York. Carefree Motor 
Tours are the pioneers in this service and 
will be readily recommended by any re- 
liable tourist agent. Like every other ser- 
vice of exceptional merit, it has been imi- 


tated by those who remove the sterling qual 
ities and substitute inferiority to make their 
product appeal from a price standpoint. 
Don’t ruin a perfect vacation to save a few 
dollars. Travel first-class, stop at the best 
hotels, be on the ocean at Miami Beach in 
stead of at an inland city hotel, and leave 
home feeling free from worry and addi- 
tional expense. Remember, your member- 
ship ticket includes EVERY item of ex 
pense from start to finish on a Carefree 
Tour—even to bellboy and dining room tips. 
Cordially yours, 


Part II 


This test may be typed as two separate pages, or, if 
you prefer, as « four-page folder (legal-size paper 
folded in the middle and typed on both sides). Folder 
style will give you an opportunity for better display 
of the copy, although it is not required. The rates 
should be tabulated, in either case. Supply headings 


PRICES QUOTED HERE are at the 
per person rate, and are based on two per 
sons (traveling together) sharing rooms 
with twin beds and bath at hotels. 

PERSONS TRAVELING ALONE are 
required to pay $10.00 for single room 
(with bath) accommodations at Hotels. 

(Tabulate.) Rates per person are based on 
two persons traveling together. New York 
Lv 10:45 AM or Newark Lv 11 AM— 
Lower Berth, $178.00; Upper Berth 
$174.30; 2 Persons Sharing Lower Berth, 
$170.35; Compartment for 2 Persons 
$184.25: Drawing Room for 2 
$190.00; Drawing Room for 3 Persons 
$180.90. Philadelphia, 30th Street Ly 
12:30 PM—$172.00; $168.50; $164.65; 
$178.30; $183.85; $175.00. Baltimore Lv 2 
PM—$162.95, $159.95, $156.65, $168.20, 
$172.40, $165.05 Washington Lv 3:10 
PM—$160.15, $157.25, $154.10, $165.40, 
$170.10, $163.10. Jacksonville to Jackson 
ville—Motor Portion Only. 8 Days. $105 
(2 in room), $115 (Single). The Rail Route 
is via the Pennsylvania, Richmond Freder- 
icksburg & Potomac, and Atlantic Coast 
Line Railroads. 

(Type under table.) RATE FOR MO. 
TOR PORTION ONLY—Jacksonville 
back to Jacksonville—8 days—$105 (dow 
ble) —$115 (single) 


Persons 
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December Competent Typist Test 


Use double spacing in typing this test 


[Patch coves te es ast Gna aot, Wie mentor of aes te Eaten de led cf oe le 
facilitate counting the gross number of strokes written.) 

Strokes 

Here is no pantomime scene of canvas and paint. Be- 51 
fore you are the glistening waters of a beautiful bay, 106 
bathed in bright sunlight, along the shores of which state- 164 
ly palms nod their heads dreamily. In the mouth of the 222 
bay, three little islands, steep, jagged, and clothed in green 285 
shrub, thrust themselves sheer out of the water like the 342 
humps of some gigantic sea monster. On the center 392 
island, clinging unbelievably to the rocks, is a dainty, red- 453 
roofed bungalow; a fairy house, with the white surf break- 510 
ing against the coral reef at its feet. 551 
Beyond this little group is a larger, star-shaped island 607 
rising abruptly from the waters to a height of five hun- 662 
dred feet, thickly wooded from summit to shore. A white 719 
sail shows up clearly against the blue of the waters as a 777 
fishing craft beats its way home. A silver streak sud- 831 
denly glides gracefully through the air, to plunge once 887 
more beneath the surface, as a beautiful mackerel leaps 943 
from the depths. A turtle bobs his head above the wave- 998 
lets, his back showing clearly for a second as he dives 1054 
again. 1062 
A month before Christmas, the great question of stores 1117 
comes to the fore. We know that our little coastal 1169 
steamer will come fussing into the bay a week before the 1226 
holiday arrives, and our list must be in the hands of the 1284 
grocer in Trinidad a week before that. Therefore, the 1339 
drawing up of this list is a most important and exciting 1396 
business. Once the list has gone, we cannot add to it. 1453 
If anything is forgotten, then we shall have to do without 1512 
it. Right up to the last minute things get added, until 1569 


finally the mail carrier arrives and departs. Then we 1624 
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count the days to the arrival of the coastal steamer. When 
it dawns we are like children, continually glancing at the 
point round which she will appear. 

At last we sight her, and gaze seaward in true Robin- 
son Crusoe style, shading our eyes from the glare. The 
little ship comes sliding into the bay, the white water curl- 
ing up around her bows. She heads inshore, and at last 
we hear the rattle of her cable. Two white puffs shoot 
into the air from the fore side of her funnel, followed by 
the two blasts from her siren announcing her arrival. 
Then the captain comes to the end of the bridge and 
waves. We wave back furiously to our friend, and watch 
with impatience as the surf-boats are lowered to bring 
the stores ashore. 

Christmas day dawns. Down to the sea in the morn- 
ing, with the sun rising over the outer islands in magnifi- 
cent glory. The waters, warm as always, entice us to 
plunge into their translucent depths, and caress us with 
soft, soothing embrace. Back to a cold shower and clean 
togs, a tennis shirt and trousers; for no cumbersome 
clothing is required here. In the evening we watch the 
native girls and boys parading up and down the road. 
Ordinarily they are barefooted. Today the girls cram 
their toes into the high-heeled shoes of the newest pat- 
tern. Eve is the same the world over! 

In a few minutes the short twilight of the tropics is 
gone. The stars leap to view with startling brilliance, and 
a fairyland of fireflies appears. A light twinkles in the 
little bungalow across the bay, and we flash our greet- 
ings by torch, before going in to the festive board. Later 
as we saunter down to the beach in the soft moonlight 
to watch the surf break at our feet, the tall palms sway 
sleepily and thousands of fireflies glimmer lazily in and 
out of the foliage. Fairyland on Christmas night in the 
island of Robinson Crusoe.— Selected. 


(Repeat from the beginning anti! end of the ten-minute test period.) 


18] 


Strokes 
1684 


1743 
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QO. A. T. Club Prize Awards 


Esterbrook Fountain 
Pen Desk Set 


tar y Babihor Saint I ] 


Hawaii 


Esterbrook Fountain 


Pen 

Esther H Ra Reb f 
Commer D P ‘ ra 

Oys G f al oie 
i ria Institute for 
Womer Alderson Weat 
Virginia 

Junior G High School 
Sheldor I ‘ 

Margaret ¢ r High 
School, Old Tow Maine 


Gold Pin 


Anna Mae Callahar Saint 
Anns (Con ercla Ro 
Buffa New York 

Annabelle Scherer, Edgewood 
High Set Madisor 
Wisconsin 

Gareth Baw ‘ Woodbury 
‘ eue Los Angeles, Call 
fornia 

Wanda Da erty. Harter 
Stanford Township Higt 
Sel Flora I i 

France Bh Memoria 


Mary Rymer, Tyler County 
High School Middlebourne 
West Virginia 

Jimmie Arn rong High 
School. Manning, lows 


Silver Pin 


Carroll Johnson, Logan High 
School, La Crosse, Wisconsin 

Marie Sullivan, Saint Thomas 
The Apostie High School 
Chicago, llinols 

Rita Forden, Sacred Heart 
School, Bloomfield, New 
Jersey 

Margaret Mary Regan, Saint 
Alphonsus Commercial High 
School, New York New 
York 

Anna Belli, Saint Katharine 
Commercial School, Balti 
more, Maryland 

Henrietta Meyers High 
School, Fremont, Michigan 

Eileen Parks, Saint Mary's 
Commercial School, Detroit 
Michigan 

Josephine Minarik Saint 
Martin Commercial School 
Chicago, Ulinots 


Bronze Pin 


Anita Kappel, Saint Mary’s 
Academy, Milwaukee, Wiles 
consin 

Catherine Anibas, Sacred 
Heart School, Durand, 
Wisconsin 

Mildred Wingender, Catholle 
High School, Lancaster, 
Pennsylvania 

Tillie Schneider, Warres 
Harding High Sehool, 
Bridgeport, Conneetieut 

Alice Kupp, High Sehool 
Columbus, Nebresks 


Vernie 


Ray. Saint Scholastics 


Academy, Fort Smith, 


Arkar 
Ida Act 
ne 


sas 
terberch, Saint Augus 
High School, Chicago, 


Illinois 


Albert 


Evans, High School 


Saranac Lake, New York 


OQ 


Junior O. 


Dorothy Fiacche, Josephine 
O'Farrell, Mary Lanza, and 
Margaret Uhl, Sacred Heart 
Commercial School, Colum 
bus, Ohio 

Roselyn Kunz, Holy Trinity 
High Scho New Ulm 
Minnesota 


G. A. Test 


See page 175 for instructions.) 
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Helen W. Frants. Hesser 


Business College, Man 
hester, New Hampshire 
Charlotte Spa ling Saint 
John High School, Concord 


New Hampshire 


Albert Galipeau Brochu 
Academy, & hbridge 
Ma } t ‘ 

Josefina Ay ‘ Fournier 
B ness College, Caguas 
Puerto Rico 

Kathleer Cottingham Town 
ship High School, Forrest, 
Illinots 

Stephen J. Suske. London 
Business Institute, London 
Ontario, Canada 


Dorothy Farrar, Y. W. C. A 
Business School, New York, 
New York 

Elvera Carlson, Millle B 
Roth, and Stephen Burg 
Barnes School of Commerce 
Denver. Colorado 

Frank Zolea, High School, 
Garfield, New Jersey 

Everlyn Chase, The Powell 
School of Business, Scran 
ton, Pennsylvania 

Mary O'Neill, Saint Sebastian 
High School, Chicago, 
Illinois 

Maxine Collins, High School 
Mason City, lows 

Louise Colchester, Mount Saint 
Vincent Halifax, Nova 
Seotia, Canada 

La Jeanne Lawler, Senior 
High School, Oregon City, 
Oregon 

Janet Bosserman, Grace 
Waugh, and Marie Fuller- 
ton, William Penn Senior 
High School, York, Penn 
syivania 

Mildred Dobby, Saint Angele’s 
Convent Montreal, Quebec. 
Canada 

Douglas Bailey, High School, 
Tomah, Wisconsia 

Beatrice Peres, Union High 
School, Sutter Creek, Cali 
fornia 

Alverta Drury, Seint Mary's 
High School, Cape Dirar- 
deau, Missouri 

Saul Stempler and Jean 
Sechwarts, Weequahic High 
School, Newark, New Jersey 

Betty Fritsch, Bethlehem 
Academy, Faribault, Minn 

Anne Meyers, Saint Mat 
thew’s School, Conshohocken, 
Pentsylvania 

Clarence Apple, Pacifie Union 
College, Angwin, Californis 

Jeannette Vachon, Holy Ro 
sary Commercial School, 
Rochester, New Hampshire 

Eunice Melts, Helen Werner, 
and Mary Ebben, High 
School, Appieton, Wisconsin 

Inga Roe, High School, Bis- 
marck, North Dakota 

Betty Ann Tisthammer, High 
School, Albion, Nebrasks 

Jane Berg, Sacred Heart 
Academy, Stamford, Con 
necticut 

Andrew Elwood, Junior-Senior 
High School, Key West, 
Plorids 

Simone Van Biesbroeck, Mar 
quette Institute, Chicago. 
Tilinetis 

Hildreth Turner, Brennan 
Business Seboo!l, Andalusis 

Alebeme 
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WHo’s WHO IN SHORTHAND SPEED 


EXAMINER ARCHIBALD ALAN BOWLE 


Introduces Two Shorthand Experts from Overseas 


.T the moment that 


this is being writter 


f politicians and revolu 
tionaries Thus a great 
the newspapers are deal of what was happen 


full of reports of the vis ing in these circles cam 


it to the United States of before me, which was of 
Colonel Fulgencio Batis- inestimable value to me 
ta, head of the Cuban when I was called upor 
Army, as guest of Gen- to serve my mtry in a 
eral Malin Craig, Chief gher apacity 


of Staff of the United 
States Army You will 
have read how he re- 


PPURING my shorthand 


fe | was able to write 





viewed the troops at the at the rate of 100 words 
Capital City on Armistice a minute, which was ace 
day and of his visit later quate to meet the require 
to New Ye rk, and to the ments of my position 
Academy at West Point, In 1926 to 1930 I at 
which he had so long tended _ the University 
wanted to see where I took = severa 
The Colonel not only irses, ce g mysel 
as brought about a grea particular to the stu 
I ement in the mili i story and law, and | 
tary establishment of his itilized my shorthand f 
intry, but has instituted luminous notetaking. | 
elementary schools throughout Cuba and 1s have giver nsiderable time to teaching 
responsible for many reforms that are now thand in the Colegios San Mari 
taking place there. And busy as he is, Colonel n vn academia “Gregg, and in the Coleg 
Batista still retains an active interest in things Milanes 
ster ip In a recent issue of Divulaactor 
Taquigra r the fhcial orgar t Stet I) RING the se ofa nversation wit! 
graphi ps of the Cuba Army, there ap Dr. Gregg iy he mentions the ead 
pear 2 essage from Colonel Batista in f tl La f Great Brita » 
4 ‘ itlines $s ex ences with short Valter ( The story of how he learns 
and. Let me give you a free translation ot shorthand nique and worth re ling, f 
his remarks ‘ t sa i i w i 
the a 1 ft systen i ul 
J WAS only 21 years old and an Infantry v ma to walk the streets with tl 
soldier in Camp Colombo when I began my ry 1 Greeg 1 Sir Walt ther 
stud I y -orrespo! ler e I Urerg s] rthand i lad Saw I Sivt il it wht t} at if ha 
as well as other svstems I determined that something t lo with da ng He was anx 
e Gregg system served my purpose best, and . l ance { é 
hat is the system which I still write : t 1 tha < 
At t end of six months I had mastered the : er. that i not 
t 4 was able to take dow! speeches vy the " r 
but w some fhiculty Howev by the end " ‘ \ Ml 
i ear, alte constant stu ly iT 1] ard WW rk (, } ‘ 
I was able to report terences to the satis 
faction of my superiors YEARS later, while traveling all er the 
After further study, I entered the examina vorld surveying labor nditions e wrote a 
tion for the position of Sergeant Stenog 40,000-word report in shorthand The notes 
rapher, passed the test, a1 was soon ap he sl ed k to England, where ey wert 
pointed to the official position and assigned t transcribed a1 now torm an important docu 
report the Courts-Martial proceedings. In tl ment in the offices of the Government 
capacity f First Stenographer Sergeant, it Surely the names of Colonel Batista and 
was my duty to report a great many military Sir Walter Citrine are worthy a place it 


trials which were of great importance, trials Who's W n Shorthand Speed 
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The “Garden” State 


NLY three of her sister states are small- 
er in area than New Jersey, yet her 
8,224 square miles produce minerals in 
abundance and fruit and garden truck sufh- 
cient not only for her own cities, where 78.7 
per cent of the 4,288,000 people of the state 
congregate, but a large share, as 
well, of the market requirements of 
the great cities of New York and 
Philadelphia that lie at her door. 
Besides iron ore, about a fourth 
of the magnetite, zinc, and clay in 
the country comes from New Jer- 
sey. Her silk and textile mills, pe- 
troleum refining and copper smelt- 
ing plants, foundries, machine shops, 
roHing mills, and pottery works; 
her plants for the manufacture of 
electrical machinery and supplies, 
paints and chemicals, soap and per- 
fumes, leather and 
rubber goods ; her 
gold and _ silver 
refineries and het 
jewelry factories ; 
her canneries and 
meat-packing 
houses, place the 
state industrially 
in sixth rank in 
all the nation, 


ED UC ATION- 
ALLY, too, New 
Jersey ranks high 
We all know 
Princeton Univer- 
sity, Rutgers Col 
lege at New 
Brunswick (it 
dates back before 
the Revolution), 
Stevens Institute of Technology on the Pali- 
sades overlooking the Hudson at Hoboken, 
and Lawrenceville. We all know, too, the im- 
portant part New Jersey played in the Revo- 
lutionary War and in the establishment of the 
Federal Government It was to the New 
Jersey Plan that we owe the equal representa- 
tion of the States in the Senate at Washing 
ton, and representation based on population in 
the House. 

National shrines might be established at 
many spots throughout the state. At Morris- 
town, where the Continentals camped during 
the winters of 1775-1781, a National Histori- 
cal Park has been created by Act of Congress 
in 1933. It was dedicated on July 4 of that 
wear, and includes the camp and hospital sites 


Keystone Viet 


Where Washington 
Crossed the Delaware 
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used for so many years by Washington's 
troops. Besides Washington's headquarters at 
Morristown, visitors are always shown the 
eight historical pictures in heavy relief on the 
bronze doors of the beautiful white marble 
Municipal Building. Here one finds depicted 
not only Revolutionary heroes, but Samuel 
Morse, who worked at Morristown on per- 
fecting his telegraph. Jersey honors her sons 


of science as well as soldiers and statesmen 





















Black-Star Phot« 


Along the Famous Boardwalk at 
Atlantic City 


The latest memorial to one of the state’s great 
inventors is the Edison Beacon erected at 
Menlo Park since his death. One of the old- 
est historical landmarks in the state is the Old 
Barracks, built in 1758, that still stands in the 
heart of old Trenton. A spot of never-failing 
interest to tourists is the place where Wash 
ington crossed the Delaware 


TO many, perhaps, the mention of New Jer- 
sey brings to mind not its famous sons, its 
place in history, its agricultural or industrial 
importance, but its delightful seashore that 
offers a playground for the world From 
Sandy Hook to Cape May its Atlantic coast 
is a succession of well-known resorts where 
thousands find pleasure and healthful recrea- 
tion each year—Seabright, a favorite with 
President Wilson, Asbury Park, Ocean Grove, 
Atlantic City, Wildwood—to name just a few 
The famous Boardwalk and Convention Hall 
draw crowds to Atlantic City the year round, 
for winters are mild there, and many people 
prefer to pay their visits after the summer 
crowds are gone. Asbury Park, with similar 
facilities, also draws thousands of visitors 
annually. 

New Jersey shares with New York in the 
Port of New York Authority, and with Penn 
sylvania in the Delaware River Joint Commis 
sion that owns and operates the Camden- 


Philadelphia bridge. 
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THE SHORTHAND REPORTER 





WHY CARE ABOUT GOOD NOTES? 


The time spent in developing an accurate as well as a fluent style 
of shorthand penmanship saves hours in getting out the transcript 


By CHARLES LEE SWEM, Official Reporter, New York Supreme Court 


HIS is a critical article. There is noth 

ing urgent or crucial about it; I do not 

use critical in that sense. Rather, 1 have 
some criticising to do, and I am adopting this 
personal, frank, heart-to-heart method of do 
ing it. 

I have 
the National Shorthand Reporters’ Convention 
at Cleveland, to the New York State Short 
hand Reporters’ Convention at Buffalo, at 


been traveling places recently 


both of which gatherings we celebrated the 
iftieth anniversary of the system of shorthand 
that we write—and | have been meeting many 
new reporters using our system. So many, 
in fact, have I met recently that it is no longer 
possible to keep count of them, as it used t 
be at one time. Twenty-five years or so ago, 
when I attended my first reporting convention, 
[ saw but one Gregg reporter—Fred Gurtler 
Today it is impossible to call off the roster oi 
leading reporters in any part of the untry 
without discovering that a substantial and a 
growing percentage of them are writers of 
yur system. 


Yel and this is my criticism—lI didn’t find 
sv much good Gregg shorthand as | should 


expect in the circumstances. I discovered 


c 
many fast and accurate writers and many 
first-class reporters, but they all weren't writ 
ing the same kind of Gregg outlines that | 
was compelled to write when | was building 
up speed. I saw a lot of fluent and readable 
shorthand, but I saw comparatively little that 
Miss Ulrich, the editor of the O.G.A. de- 
partment, would pass as worthy of the littl 
certificate that she issues for artistic short- 
hand. I saw many 6’s that couldn't be dis- 
tinguished from ten’s; I saw f's that looked 
like nd’s; and I saw whole pages of half 
moons and quarter moons that looked for all 
the world as if the writer had bisected or 
quarter-sected a circle and used the segments 
thereof to represent k, p, f and + That they 
were readable was more a tribute to the sys- 
tem than it was to the writer of it 


OF course, to the reporter, the proof of any 
notes is in the reading thereof, and I know 
yf no better practical standard of perfection 
for reporting purposes than just that; yet 
good notes—pretty notes, if you please—are, 
even in reporting, something more than an 


artistic matter They go fundamentally t 
the root of accuracy, and even to speed itself 


To prove my point as to the matter of accur- 


acy, I have only to point to the absolute im 
possibility of conflicting an upward curved 
character with a downward one of the same 
general form if both are written properly 

not as similar segments of a circle, as is so 
frequently done The same observation ap 


plies to upward and downward straight strokes 
when the proper slant is maintained in eac 


And, not forgetting the item of speed, simply 


consider tha uur system is a lineal systen 
based on the iracteristic slants and curves 

oa a adi te « =? , Seow tines rou 
Of iongnand, and it requires no turthe argu 


ment to prove that it can be written taste: 
when written with the elliptical curves of the 
tree-hand penman, than the more rigid ge 


metrical movements of the draftsmar 


it l presurn t criticize if is be« use | ul 


lerstand, als Reporters, by the nature oi 
their training, very naturally fail to acquiré 
this artistry of tline to retain whateve 
they acquired f it in school They leave 
school ordinary stenographers; they pick up 
some where tne spa k oO amt tio I ber me 
last writers, and they enter upon an intensive 
course of speed building, consisting chiefly of 
dictation They may ever attempt to retain 
the more or less artistic style that they learned 
in school, but the acquirement of speed is a 
shattering process There is a continual break 
ing down and building up again of one’s notes 
as eacl SUCCESSIVE Spec ! Ie vel is a eve l, 5 
that, unless one makes a special point of it, 
the original conception of what constitutes 
outline per fe s usually lost. The result 
in the case « e who eventually becomes a 
good reporter a good enough style, but not 
an artistic sty The urves, perhaps, have 


taken on a different twist—they are fuller 


less shallow than the ideal, they are leeper at 
the wrong end of the outline, or the straight 
lines go up a little sharper and the downward 
mes descend a little more gently In short, 
the style has taken on an individual chara 

teristic, peculiar alone to the writer. They ar 
readily readible to him, but to anybody els 


they would give troubl 


Ni \W, you may say with some justification 


‘20 whatr You may be vrtectly sure { 


i u 
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From a Reporter's Notebook 


By CHARLES LEE SWEM 


“Stormy Weather” 
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your ability; perhaps you can write two hun ry retres s by going back i 
dred words a minute and, what is more, you good itlines y reading them ar y pra 
can read it; you may even possess the Dia- ticing then There is no better way I know 
mond Medal; and you may with some merit than by writing tlines ( t pla 
ask, ““What more do you want?” Well, | have materia . 
al i A { tna I il i tner ¢s i is ‘ 
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America Gives the World the 
Holiday Greeting Telegram 


Reprinted from WESTERN UNION’S “Dots and Dashes” 
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A pictorial story of the development of Holiday Greeting Telegrams Top is the heading of the Holiday 
Greeting blank for 1937 and 1938, but without its beautiful colers Below it, at left, the 1936 blank; right 
the 1935 blank. At the bottom, right, is the first of the Holiday message blanks, which started the custom 


in 1912; amd, leit, one of the most elaborate of the foreign Christmas blanks—one used in Sweden 
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The New Business Frontier 
Excerpts from an article by 
ARTHUR O. DIETZ 
President, Commercial Investment Trust, Inc. 
Reprinted in shorthand by special permission of the anthor 
= 
A ° . Z 
fj 
gc J < < 
o* o 
A 
. 4 
P —— x y 4 Ay 
be j , 
\ an d > > 
- 
£ ) P _—_— 
< . > 
os 
i P ‘ | 
r — ~ Fane ‘ 
) ? 
‘ <  — 
< ‘s ( aos “? < 4 , 
A ) 
‘ o 4 > 7 . 7 ~ { " o ) 
Y 
4 
a 4 *, < ff ¥ ~— Pf — ¢ 
4 
7 f - 
" > / f? 4 -. 4 ( 
> o 4 ‘ = 
} 
a 
, a a é . Z 4 
» > — ~ ( e ~ e 
, ul ) 5 
7 f c . ~~ é — 6 af < 
7 
. f AY 
“2 yay 4 ‘ 
2 c ¢ ¢ < ° 
a ) / ) g ) ) 
GQ ; 
F v 6 ” , . a + > 5 ~ < 
” 
° 
x ” Q . j —_—— Cy XS t 
( 
2 4 A on 4 
74 “+ <7 < dD . C- 4 
z a ) = 
y C 
<€ < “ “A » . ~ 
o - - 4 ia 4 > é 
_ t 
+ 7 
o “ ( 
-_ c — - € 
< - - Pn: ‘~~ J ‘ 














eee. ee ew 


194 


Pe ( i e ) 
/ S 
/ -~ 
” c s” c ( 
oO 
C+ ~~ < o 
peu > : ) os 
> 3 ( 
( we ( =! ? = 
o)y SF 
ao é 4 ( ? ir 
5 
a 5) / 
“4 e C > ae — Se 
/ 2 > 
Co - ‘ gs (¢ 
: g sa ” ™ t : ao > 
( 
wen O' \ ° ¢ 
a ; 
< } ¢ A | = 
) 
2 ( Ze ( d 


) } 
~ c 
A. = o n 
) 
7 ee ae 





Tue Gaece Warren, December, 1938 


a) / 
( << a a 2 on 
LC — . é > Oo , 
aS a A considerable portion 
cA , X — ; 
A D 
_ 7 _ fc / ‘ 
( ; 
. { 
4 —_} 4 
- / 
7 — Fa c “a < 
( $ 
— - tia 
' P 
Ss E ( 7 ) ont 
>> 
— ¢ Ce >) a 
7 c ). / 
2 








. i < ._ 
2? 
4 “ A ) 3 
2 ) 
c ff Ce ‘ 
¢ / 
pay 
C 
wc cq - 
C 
f° OF ™ Y : 4 
< / 
2 AS = f ~ f x 
r C, 4 ‘ —z 
Q/ » ( 
- C A » 2 
( — 2 7 2} 








ee 








Tue Grece Wararrer, December, 1938 


> 
i ty 
¢ oe < ) “a F ot a - C ¢ —-¢ / 
T t ‘ y ( ) C 
C ‘ 4 > 
rT _ } a “~ f 4 f 7 
a eo } ¢ { » 2 
. ( 
} x 
P mane Ge i i ae 
‘ ¢ 
/ 
i. — ( ff ) 2 
A _f A 


— cz7 QT { a ? r A 
) ) / 
ox ve a ae tA C 
d / 
Sina / 
S 2 c , Ss = ~7* f 
( 
cw , x Y q — \ > 
< 7 < ‘ 2 
y ct 
\ < a ¢ x > 
‘ of c < 
c ” 
s~ r , i: ean oa 





© ~~ _ A = OS 
— > : —@ ¢ ( > 
>? 
C—r ) , “ar ~ en 4 ee 
a 
"Yaad f , i 
\ Se > X = ‘ oO r 


79 «¢ 
/ 
- | 
a , 
3 m 


2? 


195 





. < a ” — 
¢ ? P 
—_ 
f / 
¢ > el 
f , 3OQ avr 
KX 
rz é 
ae 
A ( 7A 
< ) 
C r “~Cca 
-) dol — 
- c 
é 
go 
ao >» 
/ J #, 4 
{ 
C- * 
> - 
Cy 
) 
rT Tt 
= * = oy 
? 
c » or 
v a 
: aw 
i 
- ¢ 2? _ ‘ 
t 
) 
) rr 
9 
- 7 
? 
o ; 
( " ~) 
oT 
\ 3 
< f 
f 








es 
er sr = 


eS ae 


I aaa, ond 








Tue Grece Warren, December, 1938 


Scientific research _— — 
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Graded Letters 
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